
R E C O R D S R E T E N T I O N A N D D I S P O S A L S C H E D U L E 

SCHEDULE NO. 
C-687 

PACE NO. 

1 Of 1 

Howard County 

AGENCY Department o f P l a n n i n g and Zon i n g DIVISION Community P l a n n i n g & 
Land Development 

RETENTION ITEM 
NO. DESCRIPTION 

GENERAL ADM IN I STRAT IVE CORRESPONDENCE 

R e p o r t s , Memoranda, N e w s l e t t e r s , L e t t e r s , and 
m i s c e l l a n e o u s m a t e r i a l s wh ich r e f l e c t normal o f f i c e 
o p e r a t i o n s . 

PLANNING BOARD F I L E S 

D a t e : F i l e s da te back to 1966 

C o n t e n t s : 

P e t i t i o n ; P r o p e r t y P l a t ; C o r r e s p o n d e n c e ; A f f i d a v i t by 
P e t i t i o n ; C e r t i f i c a t i o n o f N o t i c e o f H e a r i n g ; C e r t i f i 
c a t i o n o f P o s t i n g o f P r o p e r t y ; Comments from v a r i o u s 
County & S t a t e A g e n c i e s ; E x h i b i t s ; R e s o l u t i o n and/or 
D e c i s i o n and Order 

PREL IM INARY, SKETCH, S I T E DEVELOPMENT PLAN, WAIVER 
P E T I T I O N , F INAL AND FINAL DEVELOPMENT PLAN F I L E S 

D a t e : F i l e s da te back to 1960 

S c r een a n n u a l l y . D e s t r o y 
m a t e r i a l no l o n g e r needed. 

R e t a i n o r i g i n a l f i l e f o r 7 
y e a r s . T h e r e a f t e r , s c r e e n 
f i l e t o de te rm ine i tems to 
be m i c r o f i l m e d . Upon 
v a l i d a t i o n o f m i c r o f i l m , 
d e s t r o y pape r . R e t a i n 
m i c r o f i l m p e r m a n e n t l y , w i t h 
p e r i o d i c t r a n s f e r to S t a t e 
a r c h i v e s . 

C o n t e n t s : 

A p p l i c a t i o n ; P l a n s ; Comments from v a r i o u s County & 
S t a t e A g e n c i e s ; C o r r e s p o n d e n c e ; P l a n n i n g Board A p p r o v a l ; 
Approved Paper Copy 

R e t a i n o r i g i n a l f i l e f o r 7 
y e a r s . T h e r e a f t e r , s c r e e n 
f i l e to de te rm ine i tems to 
be m i c r o f i l m e d . Upon 
v a l i d a t i o n o f m i c r o f i l m , 
d e s t r o y pape r . R e t a i n 
m i c r o f i l m p e r m a n e n t l y , w i t h 
p e r i o d i c t r a n s f e r to S t a t e 
a r c h i v e s . 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

SCHEDULE APPROVED BY 
AGENCY, OR DIVISION REPRESENTATIVE 

CS - 90-588 



TKUCTIONS--TYPE OR PRINT A 
PARATE FORM FOR EACH NEW OR 

I- REVISED RECORD SERIES. FORWARD 
L ^ T H RECORDS RETENTION 
fl^cs ise-i) 

DEPARTMENT OF OEMERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7171 WATERLOO ROAD 
P.O. BOX 171 

MARYLAND 107B4 

AGENCY RECORDS INVENTORY 

P A C E . 1 or 3 

I I. DCFARTMEMT/A6ENCY 
Dept . o f P l a n n i n g & Z o n i n g 

s . DIVISION Community P l a n n i n g 
and Land Development 

B. U N I T 
N/A 

DEFINITION-RECORD 
i 
T 
j «. RECORD •CRIES TITLE 
1 Genera l Co r r e spondence F i l e s 

SERIES.* ° " O U F «F RELATED RECORDS NORMALLY PILED AND USED AB A UNIT FOR 
REFEREHCE A« WELL AW RETEMTIOW AND DUfOllTtOW f U O M t i • 

i — 
I 

1 A 

S. EARLIEST TEAR/LATEST TEAR 
, 11/87 T O P r e s e n t 

iCORD SERIES DESCRIPTION | BRIEFLY M I C R I K 
IN THE SERIES. 

TME TYFKB OF INrORMATION/DOCUMENTS/PORMB FOUND 
INCLUDE THE PURPOSE OR FUNCTION OP THE RE FT IES J 

S t o r e R e q u i s i t i o n s 
Pu r cha se R e q u i s i t i o n s 
P i nk and Green Ca rbons o f Co r r e spondence 
Time Reco rd s 

7. RECORD SERIES FORMAT(S) 
BX LETTER SIZE 0 MICROFILM 

^^LEGAL SIZE O COMPUTER TAPE 
O SOUND BOOK O FLOPPY DISK 
D AUDIO TAPE O VIDEO TAPE 
O OTHER(SPECIFY) 

•. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
B^NUMER 1CAL 
O CHRONOLOGICAL 
O GEOGRAPHICAL 
O OTHER(SPECIFY) 

1. VOLUME 
0 FILE DRAWER(S] 

. O MICROFILM REEL(S) 
- _ ° COMPUTER TAPEJS) 

0 OTHER(SPEC1 FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 

I 0 MICROFILM REEL(S) 
SJOBBEir 0 COMPUTER TAPEJS) 

. O B r w r B l B o c r i r v l 
( 1* FILE IS USED 

)ft)toAlLY O WEEKLY O MONTHLY 
, Z * FILE BECOMES INACTIVE AFTER 

, 5 ^ O MONTH(S) OTEAR(S) 

• ». CURRENT LOCATION!S) (BLD6..FLOOR,ROOM) 
George Howard B u i l d i n g , 1 s t F l o o r 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
tlF TEW, SPEC1FY AGENCY OR OFFICE) 

• XOXTES O N O p u r c h a s i n g , h a s ^ r e g u i s i t i g n s . 
' - w w pe r sonne l a h a s t ime r e c o r d s . 

IS. ACCESS RESTRICTIONS D YES M N O 
4 IF YES, CITS LAW(w) * RWauUATION(s) 

IB. AUDIT REQUIREMENTS 

DXNONE O STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM U5EDT ( |r n i . K K P U t t N 
•RIBPLV -AND DESCRIBE ANY HARDWARE/SOFTWARE ) 
• • 

XX YES O N O 
Card f i l e f o r p i n k and g reen c a r b o n s 

^^)f c o r r e s p o n d e n c e . 

l«. RECOMMENDED RETENTION 

Sc,reen a n n u a l l y . D e s t r o y - m a t e r i a l no l o n g e r 
needed. 

It. NAME AND TITLE OF PREPARER 
Marsha M c L a u g h l i n 
F i l e R e t e n t i o n O f f i c e r 

SO. TELEPHONE NUMBER 
( 4 10 ) 3 13 - 2350 ' 

tl. DATE 
March 6 , 1992 

D C S SSO-4 (REVISED X/B7) 



^Hp.TKUCT IONS - -TYPE O R PHI NT A 
Hr.PARATE FORM FOR EACH N E W O R 
FRE V I S E D RECORD SCRIES. FORWARD 
[jflTM RECORDS RETENTION SCHEDULE 
H ^ O S SIO'I) 

DEPARTMENT OF -GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

?*7I WATERLOO ROAD 
P.O. S O X X 7 S 

JESSUP, MARYLAND ao7t4 

AGENCY RECORDS INVENTORY 
^Hp.TKUCT IONS - -TYPE O R PHI NT A 
Hr.PARATE FORM FOR EACH N E W O R 
FRE V I S E D RECORD SCRIES. FORWARD 
[jflTM RECORDS RETENTION SCHEDULE 
H ^ O S SIO'I) 

DEPARTMENT OF -GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

?*7I WATERLOO ROAD 
P.O. S O X X 7 S 

JESSUP, MARYLAND ao7t4 RACE 2 or . 3 

{ f. DEPARTMENT/AGENCY 

Dept . ' o f P l a n n i n g & Z o n i n g 

a. DIVISION Community P l a n n i n g 
and Land Development 

S. UNIT 
N/A 

PTriHITICW-HFTPRD SERIES-* • * O U * °* RBUATKO RECORDS NORMALLY PILED AND USED AS A UNIT POR 
REFERENCE AS I K U AS MTINTIOH AND DISPOSITION PURPOSE* 

: . . . . 
i 4. RECORD SERIES TITLE 
J '• PLANNING BOARD F I L E S 
i ... 

>. EARLIEST TEAR/LATEST TEAR 
. TO P re sen t 

«. RECORD SERIES DESCRIPTION | •RIBPLY DESCRIBE 
1 N THE SERIES. 

P e t i t i o n 
P r o p e r t y P l a t 
Co r r e spondence 
A f f i d a v i t by P e t i t i o n e r 
C e r t i f i c a t i o n o f N o t i c e o f H e a r i n g 
C e r t i f i c a t i o n o f P o s t i n g o f P r o p e r t y 
Comments from County and S t a t e A g e n c i e s 
Exh i bi t s 
R e s o l u t i o n and/o r D e c i s i o n and Order 

4TS/PORMS POUND 
INCLUDE THE PURPOSE OA FUNCTION OP THE SEPIES) 

7. RECORD SERIES rORMAT(S) 
EftlXTTER SIZE O MICROFILM 
LEGAL SIZE D COMPUTER TAPE 
SOUND ROOK 0 FLOPPY DISK 

D AUDIO TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

K R I E S I 

O ALPHABETICAL 

PXNUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

t. V O L U M E 

3 
NUMBER 

O FILE DRAWER(S) 
O MICROFILM REEL(S) 
D COMPUTER TAPE (S } 
O OTHER[SPECI FY) 

SO. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 

I O MICROFILM REEL(S) 
ROWStT O COMPUTER TAPE(S) 

• C OTMTP[«;prrirv) 

1 1 ' FILE IS USED 
O^DAILY O BEEKLY O MONTHLY 

IS. CURRENT LOCATICNIS) (BLDG..FLOOR,ROOM) 

George Howard B u i l d i n g , 1 s t F l o o r 

[COMES INACTIVE AFTER 
O MONTH(S) X D X Y E A R ( B ) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IP » « , SPECIFY AOKNCY OR OFFICE ) 
o r e s I N O 

II. ACCESS RESTRICTIONS 
4 IP VKS, CITS LAW(S) * 

O Y E S P X N O 

K O U L A T I O N ( S ) 
SC. A U D I T REQUIREMENTS . • •--

M NONE O STATE O FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDt ( |p m.KKPUItt 
•RIKPUY AKO DESCRIBE ANY MAPDBARE./SOFTS, 

« X . Y E S O N O 

Card f i l e a t f r o n t c o u n t e r f i l e d 
a l p h a b e t i c a l l y by the S u b d i v i s i o n name. 

IS. RECOMMENDED RETENTION 
R e t a i n o r i g i n a l f i i l e f o r 7 y e a r s . T h e r e a f t e r , 
s c r e e n f i l e t o de te rm ine i tems to be m i c r o 
f i l m e d . Upon v a l i d a t i o n ;.o.f micro-fijliti';[ {des t roy 
pape r . R e t a i n m i c r o f i l m p e r m a n e n t l y , w i t h 
p e r i o d i c t r a n s f e r to S t a t e a r c h i v e s . 

It. NAME AND TITLE OF PREPARER 
Marsha M c L a u g h l i n 

F i l e R e t e n t i o n O f f i c e r 

II. DATE 

March 6 , 1992 

D C S ISO-4 (REVISED I/S7) 



INSTRUCT IONS- -TYPE O R PRINT A 
SEPARATE FORM FOR EACH N E W O R 
REVISED RECORD SERIES. FORWARD 

j-f-t-TH RECORDS RETENTION 
I^Pcs 110*1) 

DEPARTMENT OF CENTRAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7171 WATERLOO ROAD 
P.O. aox*x7i 

MARYLAND X07B4 

AGENCY RECORDS INVENTORY 

or 3 

j I. DEPARTMENT/AGENCY 
Dept. o f P-lanning & Zon ing 

a. DIVISION Community P l a n n i n g 
and Land Development 

I. U N I T 
N/A 

DEFINITION•RECORD IES A GROUP OF RELATED rCORDB NORMALLY FILED AND USED AS A UNIT POI 
REFERENCE AW WELL AW RETENTION AND DISPOSITION PURFOBKR 

4. RECORD IES TITLE PLAN T I L E S ( P r e l i m i n a r y , S k e t c h , S i t e 
Development P l a n , Wa iver P e t i t i o n , F i n a l and F i n a l Deve l op . 
P l a n ) 

» . EARLIEST YEAR/LATEST YEAR 
.1966 ye 1989 

W. RECORD SERIES DESCRIPTION (•""trUV D ™ C R I B E THE TYPES O F INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUOB THE PURPOSE OR FUNCTION OF THE SEPIES) 

A p p l i c a t i o n 
P l a t s 
Comments from County and S t a t e A g e n c i e s 
Co r r e spondence 
Approved Paper Copy 
P l a n n i n g D i r e c t o r ' ^ D e c i s i o n 
P l a n n i n g Board Approva l 

7. RECORD SERIES FORMAT(S) 

)PX LETTER SIZE O MICROFILM 

^ ^ L E C A L SIZE D COMPUTER TAPE 

O BOUND BOOK O FLOPPY D I S K 

O AUDIO TAPE O VIDEO TAPE 

D OTHER(SPECIFY) 

•. RECORD SERIES SEQUENCE 

O ALPHABETICAL 

XOXNUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

O OTHER(SPECIFY) 

». VOLUME 

36 
NUMBER 

O FILE DRAWER(S) 
O MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
O OTHER[SPECI FY) 

10. ANNUAL ACCUMULATION 
O FILE DRAWER(S) 

3 g O MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
D arMFP(sprriFY) 

II. FILE IS USED 
XQ DAILY :EKLY O MONTHLY 

IS. CURRENT LOCATION(S) (BLOC..FLOOR.ROOM] 

George Howard B u i l d i n g , 1 s t F l o o r 

**• FILE 
7 

:COMES INACTIVE AFTER 
O MONTH(S) O YEAR(S) 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
IIP YES, SPECIFY AGENCY OR OFFICE) 
O Y E S ©XNO 

II. ACCESS RESTRICTIONS O YES CONG 
4 IP WWW, CITS LAW(s) A NSaukATION(s) 

I•. A U D I T REQUIREMENTS 

BXNONE O STATE O FEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USEDf (IF YES•KKPLAIN 
BRIEFLY 4KB DESCRIBE ANY HARDWARE./SOFTWARE ) 

X* Y E S C N O 

Card f i l e a t f r o n t c o u n t e r f i l e d 
l p h a b e t i c a l l y by t he S u b d i v i s i o n name. 

IB. RECOMMENDED RETENTION x 
R e t a i n o r i g i n a l f i l e f o r 7 y e a r s . T h e r e a f t e r , 
s c r e e n f i l e t o de te rm ine i tems t o be m i c r o 
f i l m e d . Upon v a l i d a t i o n o f m i c r o f i l m , d e s t r o y 
pape r . R e t a i n m i c r o f i l m p e r m a n e n t l y , w i t h 
p e r i o d i c t r a n s f e r to S t a t e a r c h i v e s . 

It. NAME AND TITLE OF PREPARER 
Marsha M c L a u g h l i n 
F i l e R e t e n t i o n O f f i c e r 

( 4 10 ) 3 13 - 2350 
XI. DATE 

March 6 , 1992 

D C S BIO-4 (REVISED X/S7) 


